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MEMORSHOUM FORY  Deputy Direator (Plens) ¢ oo
SUBECTY General Servicss Support -

4+ In scoordance with cur understanding that the Admindstrative
Ufrices under *&m ﬁﬁ;*a&%‘ mmaw (mmx tma..ma} m‘m mm ’ﬁw

and o Baly A% AR MRS WG TRET Fou a0VIEe ar ol the support whiol
you mqa re in the ﬂmﬁﬁ of mﬁ%ﬂﬁwm@? ander the Qsmr&l Lervices
Uffive.

2, e Junersl Servises Office consigis of “he folloming
setivitions

8. Pr and feproducilon Divislon - Provides owiaiing and
?&&%Mw services to (LA, inciuding lovpe sise offset
and letter prese printing, mall size offeet printing,
plavendking, photw-engraving, livotysing, verliyning, simeo«
graghing, dittoing, osxlld printing, rhotogra ning, photow
stating, addressographing, sierofils duplisztion of both
nepatives and prints, and final collaiing and birding of
CIA veroris, maps, and surveys collegted, ovmpiled, or
roquired by verdous CIA scuivities.

B Mrﬁ& mwm mnm HMreots and supervises operation

L he Vitel Materials and Recopds Hanuagement Crograms,
mumg %m maim and Controly Corvespondoice and
Keporis Mapsgsmenty Beoords Surveys axd fweords hetirement
Sohedules) eperetion of the Agency Becords Cenler; standard-
iratlon of filing eystems, soulpment and supplies) and
raining ires Becorde Officers and other Agency rersoprel
in various phases of pecords managosent. :*mmm aachine
recoxd and reporiing services for administrative snd pelscted
operationsl setivitles. frovides mall, courier and swgusnger
services.

mmm‘z and Yagilives Division - Hesponsible for
:;mw acguis Ofy ABSLENEEN L, UGLLL¥sclch, and dlsporitions
bullding alwmum and nsinteraneel moving services; tele-
phone services] actor pool and shattle tue services; and
procuresent and sspigrent of parking spaces.
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Deputy Divector (vlane)

3= To date the follewing requests huve been reccived and fulfilled
by the Gencrel Services Offlce for oversess supports
25X1A6a
& Four smployses were ent W on tesporary

duty for 2 peviod of five aonthe b alerefils cepiain records
in poessssion of the tpen compietion 25X1X4
of this job, the personnel peturned,

be On or sbout § Jesusry 1953 ¥r. rinting and 20X1A92
Reproduc tdon Superviecr, G5-12, was et oversess st the request
of the ¥ Iivislon, Li/P, to sssume responsidility for the
printing and reproduction setivity In Il Yo sddttfemsl 25X1A6a
requenis for porsomnel kave been received in the reproducidion
e legory.

4% the presint time the following individuals sre overscas
on for » minimun period of two years of duty and

25X1A6a%"

have est hed sortain mschine yecords {I8K) as reyulved
A% thai stationg

G8~12 Tab Equipr. Operator Supvy.
(8-%  Teb IQuips Operator Supvr.
48«5  Tab Equip. Opexater Supve.
08«3 Tab Iguip. Operstor
08~4  Teb Iquip. Oporator
Gk b Eguip. Operator
(5«3 Tsb Fguip. Opearator

s The Genersl Services 0ffice gan be of sssisisncs in the deporte
mental area in the selection, wWaining and assigamment of experienced
reocorde persenrol as ey wsy be reguired in NI or in other records
sotiviiles wader the [L/7. Me Printing and Heproducilon Division nay
b of szslstancs from time to time Ln supplying persomvel to ™5 in the
departmental are: as they asy require Yor fransfur or for tomporary
aselgiment W meel plakload situations. Otherwise, support in the
departaental srea will be the zame 22 for all other cpereiing setlivi~
ties in Hesduuasricrs.

S5« A8 o oversess; it 1s believed that the following should be
glven conaideration. In the fisld of rindlog and heproductilen in
evursess aress there may be & quasilon me to the poseible separstlon
of Cover and Documentation work from pure crinting wnd reproduc tion
work., If de two can Be feasibly separsted froa the standpoind of
mpervision aud supplylng of persomnel, such sepuratdon may be desirs-
ble. I wish % point out that there may be & preblem in connection
with mabers of persomnel availsble for amsignasnt to oversess
aulivitles, which are in wtal mich greater in mosber "nan those
that could probably be supplied by 785 from Hesdquarierz, The rots-
tion of such personmel fm, I Believe, & probles which should be
conpldered in comnmecifon with e career designailons snd career
development of sueh personnel. 0%
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6. I believe that there is & definite need for training records
wanagenent porsonnel at oversvas inetallstions in the handling
nensgement of thelr records in order t tring sbout the aost effie /
cient utilization of sceumalated records and to develer over a peried
of yesrs uniformity smong stctions. In the fi«ld of machine records
(IM}; the support which is now belng given may very liksly be ex~
tended to othey oversess areap where the ingtallztione mo gufficlently
grest In sise to warrent the mp;licstden of mschine techulaue in
matlare desling with financisl mnd logistiesl sectunting, wersonnel
dutu, payroll snd leave sgtivi &y end operaiionsl gplisstlons
whizgh wsy be of considersble beneiit.

To I sgeume thet sll of your requiresents in conneection ulth
real epiate functions ¢an be met by the keal Fstate and Conetyueilon
Pivielon of the logistics Office. Therefore, I do net sxpeet that
you will have sny reguireecnts to be supplied Wy the Space, Hainte~
nange and Feellltdew Divisiop.

8, I s mmious w provide whatover support msy he reguired
in the above aress. Sines the General Services Office involves &
diversity of mesponaibilities snd soivities, the sroblem 1m not
quite 88 clesrwcut ag L% iz in the ecsse of Feysormol; Flomce, asnd
logisties. I would therefore sppreciats youyr considerstiion of <his
probles and en sypresriste reply to insiude a list of positions,
indicutlng the mumber, fype, snd location of npaignnents, wheither
overgess or departmental.

#« the Chiel, Oeneral Services Gfflen, will make himpelf
availuble Por suoh discussions as you asy declde noocpsory for the
developmnt of a elear-cyl mndere tandine. k

Le Ko WHITE
loting Deputy Direcior
{ Administyration)

Originating Q;Ei‘iaum
S5/

25X1A9%a
Chief, !mr! !m£ Office
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